Deducting Meals on a TDY Claim

Introduction This guide provides procedures for deducting meals froma TDY
settlement claim.

Information When a meal is included in the admission/conference cost of a TDY trip,
that meal should be deducted from the travel claim. This should be
included in the travel orders.

Procedures See below.

Step Action
1 | Enter in the entire itinerary. Click Accept Changes. Click Exceptions.

SERGEANT, MARINE

Temporary Duty Trip

View: Traveler

Type of order: |

TONGO: [ 1117D17MEALSO000 |

Normal

Proceed Date: |1/27/2017
Number of Days: 3

End Date: [1/282017

What's Authorized

Itinerary

Reimbursables

Duration of travel: |Greater than or equal to 24 hours

= Trans |Duty Local? = _ _
Date Location Reason | Day oL Method Lodging | Meals AE% Lodging Taxes Miles
San Diego,
14272017 | DEP CALIFORMIA CP O
1272017 | ARR Denver, D LoP ca cv | [0 J[4so0 [0 [0 ]
COLORADO
Denver,
1/28/2017 | DEP COLORADO CP O |
1/29/2017 | ARR San Diego. MC | [ NLG [0 J[ooo |[ ooa J[_ o ]
CALIFORMIA
Add | Edit Trip Hinerary
‘ Back H MNext ‘ IExoepticnsI Occasionals I Accept Changes ” Cancel H Help ‘

Locate the meal that needs to be deducted and select DED-Deductible (EUE)
Essential Unit Mess from the drop-down. In order for the change to register in
TPAX, you MUST use Tab on the keyboard to tab through the rest of the meals.

SERGEANT, MARINE
TONO: 1117TD17MEAL 50000

Daily Exceptions

View: Traveler

T ldg | MIE | Brk | Lun | Din | Lodg. | Lodg. | Brk. | Lun. | Din. Inc.
Loz YP® | pate | Rate | Type | Type | Type | Cost | Taxes | Cost | Cost | Cost | Cost
1272017 | LDP | 5149.00 | $69.00 [ T=0|[ 140l [ 1000 || I I I
1282017 | LDP | 5149.00 | $62.00 CM - Commercial Meals [ [
DED - Deductible/{ELUM)Ez=ential Unit Mess =
10292017 | LDP | 5148.00 | 568.00 I L I I
Default Daily Meals/Lodging Accept Changes Cancel Changes Help

Continued on next page



Deducting Meals on a TDY Claim, Continued

Procedures,
continued
Step Action
3 | Click Accept Changes.
SERGEANT, MARINE : View: Traveler

TONO: 1197D1TMEALS0000 *

Daily Exceptions

oo o] 2 [ B

Cost Taxes

1272017 | LOP | $149.00 | $69.00

| 14000 || 1000

- 1282017 | -LOP- | $148.00 | - 569.00- |

J0de
T8 i

1282017 | LDP | $149.00 | $68.00

|| 14e08 [ 1000

[om |

Default Daily Meals/Lodging

Accept CMnées

The Itinerary tab appears. Click Accept Changes.

SERGEANT, MARINE

Temporary Duty Trip

View: Traveler

TONO: |

1117D17MEALSD000 |

Type of order: |

Proceed Date: |1/27/2017

Number of Days: | 3
End Date: |[1/282017

What's Authorized Itinerary

Reimbursables

Duration of travel: |Greater than or equal to 24 hours

. T Local? . .
Date Location ““"‘:"?‘.:; L | o022 || ouging | Meals AE% Lodging Taxes Miles
San Diego,
172772017 | DEP CALIFORNIA | O
1272017 | ARR Denver, = LDP ca foill] |[ 14500 ][ 1000 J[ 0o ]
COLORADO
Denver,
1292017 | DEP COLORADO O 0
1292017 | ARR San Diego, O NLG [Coo0 [ om0 J[ o ]
CALIFORNIA
‘ Add | Edit Trip Hinerary |
‘ Back H Next ‘ ‘ Exceptions Occasionals

Accept Changes ‘ Cancel ‘ | Help ‘

Continued on next page



Deducting Meals on a TDY Claim, Continued

Procedures,
continued
Step Action
5 | The Entitlements tab appears. Click the Calcs Links.
e i Settlement Request View: — Traveler

TONO: 1117D17MEAL 50000

Type of order: | Normal | Covered from: 17272017 to: 172972017
Type of Settlement |Final Type of Partial: [Nt & Paris
Remit To Transactions ----- Enﬁtlements1 Computations Financial Remarks

Travel Not Performed: [

Entitlement Type Dates Encompassed Status
Edit | Temporary Duty Trip 1272017129207 “/alidated Data Delete | Cales | Comp
Temporary Duty Trip <= Add This Entitlement
Back ‘ ‘ MNext ‘ ‘ Manage Images ‘ Receipts ‘ SAVE ‘ ‘ Cancel | ‘ Help ‘

6 | The Daily Expenses page opens. Verify that the change updated and the M&IE
amount is lower.

SERGEANT, MARINE H View: Traveler
TONO: 1117TD17MEAL 50000 Dally Expenses

Date | L2 | L99 |M&E | B | in| Dn | Lodg | Break|Lunch| Dinner |incati| M= | Total |Lodging

Amount | Amount T LE

0127 | LDP | 149.00| 69.00 | CM|CM| CM | 149.00 Partial | Day | 51.75 | 200.75 | 10,00
0128 | LDP | 149.00| 69.00 | CM | CM| DED | 145.00 Reimb. | MIE | 44.00 | 192.00 | 10,00
01/2%| LDP | 149.00| 69.00 | CM |CM | CW | 0.00 Partial | Day | 51.75 | 51.75 | 0.00

Total | 445.50 | 20.00

7 Include the reason for the deduction in the Voucher Remarks box. Click Save.

SERGEANT, MARINE Settlement Request View: Traveler
Type of order: Covered from: [_1272017 | to: [ 1202017 |
Type of Settlement |Partial . Type of Partial: |Mot a Partial

Remit To T i i C Financial Remarks

Voucher Remarks:

Dinner included with price of conference fee

Back

SAVE ‘ | Cancel ‘ | Help |

‘ Manage Images I Receipts I




